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ABSTRACT 

This document contains validated activities and 
competencies needed by librarians working in a database producer 
organization. The activities and competencies are organized according 
to the functions which these librarians perform: acquisitions; 
thesaurus development and control; indexing/abstracting; and 
publications and product management. Within each function, 
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and Attitiides, and three professional levels are dealt with: entry 
level (0-3 years experience), mid-level (4-9 years experience), and 
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This docunent contains validated activities and ccnpetencies needec^ 
by librarians %^rking in a database producer organization, ttie follofr^ing 
operational definition of competent «as developed: 



A cmpftmy is a generic knovledger ADl or attitude of a person 
that is Gsiiaally related to effective bdiavior as deBonstrated 
tfaroiql) external perforaanoe criterisr lime: 



e Kkmrledge is t»ring inforsation dbaat, knoningr mdKStandlngr 
beLig aoqiuaidted vithr being VJue off having e^poricnoe of # or 
being final Har vith soMthingr soBeoner or hov to do soMfching. 

e SkiU is tbe ability to use one's knowledge effectively. 

e Jifctitude is a aental or csotional afproacfa to soBrthingy or 



\fe have identified several types of knowledge that are necessary to 
perform infomation work satisLctorily as follows: 



e Basic knntfipdyp in such areas as languagsr communication r 
arithmetic operations, etc* 

e Subjecti knotfiedg^ of primary subject fields of users served 
sudi as mediciner chanistryr law, etc. 

e Library and InforiMi^iftn wq.Ic environmentg euch as the 
information ocmnunityr its participants and their ^ialr 
economic and technical interrelation8hi|>Sr etc. 

e Knowledge of lAat watk ifi dofte such as the activities required 
to provide services and produce products r etc. 

e ICnotflfidge of the orqantmlifln of \}a^r nrmnmi^y oony^ri such aS 

the mission r goals r and objectives of the user or the 
organiaationr user's information needs and requirementSr etc. 



Ihere appear to be three kinds of skills necessary to perform 
information iiork satisfactorily including: 

• Bafiic fikillfi such as cognitiver coninunicationr analytical^ etc. 

• skmg related to each qpecific activity being performed such 
as negotiation of reference questions^ evaluation of search 
outputs, etc* 

• Hhhiir flkiiifi guch as managing time effectively, budgeting and 
making projections, etc* 

Attitudes of librarians are found to be extremely ijii)ortant to work 
performance* He have found it useful to subdivide attitudes into: 

• Diq pQgitic nai ai^hH^udAs toward cne*8 profession, the organiza- 
tion served, one's work organization, and other people such as 
users and co-^rkers* 

• ggrsonality traitfl/qualities such as confidence, inquisitive- 
ness, sense of ethics, flexibility, etc* 

• AhhiMidefi r^lni-flfi to jflbAmrlc /organ t»t ion sucfa as willingness 

to accept responsibility, villin^ess to learn, desire to grow, 
etc* 

The activities and con{>etencies are organized according to the 
functions which librarians perform, and by professional level as diq)layed 
in Figure 1* The conopetencies are cunnulative across professional level, 
i*e*, conpetencies of mid-level professionals include entries diown at the 
mid-level as well as those at the entry level, etc* 

It is inportant to understand the distinction between functions 
performed and positions or job titles* Our rationale b^ind the functional 
s0pt(Acti was that we were more concerned with ^ibat information profession- 
als do than with what they are called* In a single-person library, 
therefore, the librarian will undoubtedly perform more than a single 
function* In using and interpreting the conpetency data in this document, 
it is important to consider the functions being performed by 
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pro£e88ional8 and the activities being performed to determine which 
competencies are appropriate* The functions identified for librarians 
working in database producer organizations are: 

• acquisitions 

• thesaurus development and control 

• indexing/abstracting 

• publications and product management. 

Three professional levels were defined as follows: 

• entry level (up to 3 years of professional experietyoe) 

• mid level (4-9 years of professional experience) 

• senior level (10 or more years of professional e3q)erience) • 

The activities performed ai^ listed first and numbered sequen- 
tially. Ihe actual assignment of individual activities to subcategories of 
the major activities and to the functions varies from one worksetting to 
another. The organization of activities that we developed provid&d us with 
the "best fit" case. Indented and ismuntered activities are essentially 
pariqprofessional activities which r in aiall organizations^ may be performed 
by professionals. 

The activities are followed by the validated sets of knowledge, 
skills and attitudes. TWo versions of each of the lists are provided. The 
first set have those competencies designated by the validators as essmtlal 
in bold face print, and those designated as desirable in regular face 
print. The level of enophasis is denoted by asterisks as follows: 

^ denotes e^ch competency rated as essential or desirable by 
50-70 percent of the ^ralidators of that competency 

denotes eadi ccnpetenq^ rated as essential or desirable by 
71-84 percent of that validators of that ccmpetency 
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denotes each conpetency rated as essential or desirable by 
85-100 percent of the validators of that ccnf^etmcy. 

The second set of knowledge, skills/ and attitudes have ccnpeten*- 
cies designated by the validators tfs becoming more or less iiqportant in the 
future. Again, the level of en|)hasis is denoted by asterisks as follow: 

* denotes each ccnpetency rated by 1-20 perc^t of tho^e v^^o 
validated it (as essential, desirable, or not f^licable) as 
becoming more or less important in the future 

denotes each ccnpetency rated by 21-40 percent of those v^o 
validated it (as essential, desirable, or not «^licable) as 
becoming more or less important in the future 

denotes each ccnpetency rated by 41-100 percent of those vAio 
validated it (as essential, desirable, or not applicable) as 
becoming more or less important in the future 

• denotes conpetencies rated as current: ly no*: applicable %^ich 
have also been rated as becoming more inportant in the future. 



11 



DmmsB mxxKOL hdfeesions. GotPBracis 

JICQOISIflCIB 



12 

ERIC 



ACTIVITIES 



ACXTISinONS ENTBY LEVEL 



Vterlf Icatlon and Ordering 

1. Receive citations for serials/nunbered s^^ries, selected mcnogri^is, 
reports, conference and workshop proceedings, audiovisuals, etc. 
acprcved for inclusion in the indexing dntabase 

2. Develop a working knowledge of the subject scope of the indexing 
deifcabase 

3. Determine source of pc xurement for each title ordered ( jobher, direct, 
gift, exchange, etc.) 

4. Si^rvise ordering/claiming of mater ials to be indexed: 

verify and locate additional bibliographic data as required; refer 

problems to sifiervisor 
search records to determine if title is already^ on order 
prq;a':e/input subscription and non-subscription orders, including 

the proper "ship to" addresses for mater' ^Is to be indexed 

off-site 

preparo^generate purchase orders, if £equix«^ 

prepare order docuRMntation for wiling, or place orders online 

with the afpropriate sifpliers 
forward order docwentation to the fiscal control staff for 

ooordinaticn and mailixig, if required 
claim outstanding orders 
claim missing issues of serla? Vnunbered series 
cancel orders, as required 
re-issue orders to different sources as required 
order rqplaoonent copies of danagecl/lost materials 
pcocesf. subscription renewals 
maintain a statistical record of ordering operations 

5. Supervise ordering/requesting sample issues of serialsi/humbered series 
for review by the designated senior indexer 

6. Search for trade and non -trade bibliogLsphic information that 
technicians are unable to locate; refer problarofi to hi^er level staff, 
as approE»:iate 
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ACXiViTJJB 



ACQUISITIONS Wm LEVEL 



7. Si^ervise receipt processing of materials to be indexed: 

sort incoming itensr as appropriate 
search iqppropriate file to locate the records 
refer itans not fotnd in the records to the supervisor 
refer to the supervisor itons vAiich differ bibliographically frcro 
the iten ordered 

ipdate records with receipt of individual itens/issues/nunobers/ 
parts 

flag serial records for gap filliiigr as required 

reconVaf fix locator labtiL on each piece; nay be bar code/OCR label 
to allow for tracking of materidls in process 

input bibliogra^iic data (standard journal title abbreviation, 
volunier issue or bibliographic infonnatim for nonographs, 
etc.) on the indexing foni/reoord for each iten received} (this 
activity nay inv61ve transfer of data from one automated file 
to another, rather than actual data iiqput on the indexing 
fom/record) 

mark materials with the organization's identification 
affix security labelSr if regpiired 

place new serial titles on the i^ropriate sh^f for special file 
maintenance 

place serials %Aicfa have title changes on the a^rqpriate shdf for 

file medntenance 
place materials for indexing on the eqppropriate trucks 
deliver trucks to pror^i: locations 

annotate receipt or ling slip^'invoice oopiesr if received, and 

forward to the ^ . . control unit 
annotate packing .Vinvoioe copies for daonaged/inperfect or 

unwanted hardboaid series} forward docunentation to the fiscal 

control unit 

p* spare danaged/imperfect naterials, incorrectly supplied 
materials, and unwanted materials for return to 8v|ppliersr if 
appr priate 

place surplus nate^ials in specified area to await proper diiE^sal 
maintain record of reC'^pt prooer3ing statistics 

8. Review materials for which no order records could be f^d (materials 
received on approval, as tnsolicited saople issues from puhlidiers, as 
gifts, etc.)} dispose of naterials definitely outside the scope of the 
Lndexing database} forward in-soope and questionable naterials to the 
desigiated senior indexer 
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MXIVITIES 



MSQuismoHs wm level 



Pile Maintenance 

9. Supervise creation and maintenance of records for non-serial materials 

input orders/requests, unsolicited receipts 
update records based on oorreqpondenoe received and actions taken 
update records with receipt, return and disposal information 
delete records at i^opriate levels 

maintain statistical records of file creation and maintenance 
operations 

10. Si^rvlse creation and maintenance of serial records: 

input records for new serial titles 

ifdate records with data re: cancellations, reissues, claims, and 
gap filling 

ipdate records for newly-received t:'Mes with indexing asslgnnent 
(In-house or amtract), standard title abbreviation, ISSN, 
frequent, etc. 

upd&te records with data re: change in frequency, change o£ title, 

dbarge in puhliaher, cessation, change indexing assignment 
input new records for newly changed titles 
ii^Hit cross reference records as required 
remove records from the active file lAien acprqprlate 
delete records «Awn appropriate 

maintain statistical records of file creation and maintenance 
operations 

Other 

11. Handle problems related to ordering and receipt processing of all types 
of materials and to overall maintenance of the records; refer problems 
to higher level staff, as a|{)roprlate. 

12. Oonduct business by phone, %AMn appropriate 

13. Ntlte memos and letters, as required 

14. Prepare manuals of procedures 

15. Make recomnendations to the section manager for improvement in 
opbratlons of the unit/section 

16. Attend and participate in staff meetings 
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ACTIVITIES 



AOQUisrnoNS ansy level 



Qfchftr foonf 

17. Provide an overview of the operations of the unit/section to visitors, 
as requested 

18. Supervise technicians and other paraprofessional staff 

19. Work to develop "e^rit de corps" onong staff supervised 

20. Assist section manager in writing job descriptions for self and for 
staff supervised 

21. Assist section manager in developing performance standards for self and 
for staff siqpervised 

22. Assist section manager in the review and performance evaluation of 
staff supervised 

23. Assist in the selection of new technicians and paraprofessionals 

24. Keep abreast of developments in the Lnforr^tion field, library 
practice, or legislation that affect acquisition and processing of 
serials/numbered series, monographs, conference proceedings, audio- 
visuals, etc. 

25. Att<sid professional meetings and prepare r^rts for dissemination to 
staff 

26. Develc^ profe3sional ocmtacts both within and outside the organization 



ADQOISITIONS MD LEVEL 



Vierlf Icatton and Ordering 

27. Develop procedures for the verification and ordering of serials/ 
nunbered series m6/ot other materials selected for indexing 

28. Sifiervise the maintenance of an address file of procurement sources 

29. Draft form letters for ordering serials and other materials, claiming/ 
cancelling orders, claiming missing issues, ordering lost/damaged 
issues, etc. 
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ilCriViTiES 



ilOQUISITIONS 



MID LEVEL 



Vbrlfloatlon and Ordering rcont'd^ 

30. Work with the appropriate fiscal office to sdtedule purdizises of 
materials and renewal of subscriptions in order to operate within the 



31. Work with the t^ropriate fiscal office to develop procedures for the 
handling of the final etepB In ordering and Invoice {Mrocesslng 

32. Identify sources for filling gaps 
Receipt Processing 

33. Develop procedures for receipt processing of all l^pes of materials 
File Halntaiange 

34. Develc^ procedures for maintenance of records for order/receipt ocxitrol 
of serial and non-serial materials 

35. Make prdlmlnary selection of forms an4>^or devel(^ draft record fonnats 
for all section files 

Fiscal Oantrol 

36. Work with the appropriate fiscal office of the parent organization to 
identify requirements and devdop draft procedures for purchasing 
materials and services (e.g., open aided subscriptions, dealer 
cfaeck-ln) 

37. flbrk with the aqpproprlate fiscal office to develop procedures for 
proper packing slip/invoice handling and receipt certification by 
section staff 

38. Assist the i^oprlate fiscal office In resolving any probleir.s rdated 
to payment for materials 

39. Remain aware of the expenditures and balances ir the materials 
account (s); notify the section manager of situations lAiicfa may require 
special action 

40. Develop projected budget requirements for purchasing materials for the 
new fiscal year 



budget 
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MXLVITUS 



hXfJism.att> HID 



41. Assess perfomance of existing equipnent/s^eno/secvioes used in the 
section and investigate capabilities of other equipment/systems/ 
services 

42. Reoonnend acquisition of new/addlticnal equipnent/eystans/setvices 

43. Train staff in operation and in-^XHise naintaianoe of equlpnent/Gystenis 

44. Supervise in-house operation and maintenance of equipnent/systons 
i Gather information for maintenance contracts on equlpnent/aystens 

46. Draft statemaits of work for contract proposals for services, systens, 
equipnent and/or maintenance 

47. E<^aluate contractors' proposals 

48. Train and supervise entry level staff 

49. ^38ist in the selection of nen professional staff 

50. Write articles for professional joumals/hevsletters %AMn appropriate 



AOQDTSrnONS SEinOR LEVQ. 

Selection 



51. Forward to the designated senior index^r any publisher/producer- 
supplied information or any other information on newly/soon^o-be 
produced materials nAiidti dnuld be considered for indusicn in the 
master indexing database 

Vterlf loatlon and Ordering 

52. Select and maintain an qp-to-<hite collection of aids to bibliographic 
verification 
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ACQUISITIONS SQUQR LEVQi 



Receipt ProcesfilnQ 

53. WDrk with senior staff of the Indexing/abBtracting section to establish 
procedures and resolve problems related to the timely receipt of 
materials for ind^dng and the ii^xit of bihliograiiiic data on indexing 
foimfi/reoords by section staff 

54. Mbrk with senior staff and quality and production control staff of the 
indexing/abstracting section and dita processiiig staff to develop plans 
and procedij^res for using the acquisitions files for tracking materials 
from the time of receipt through completion of the indexing/abstacting 
viorkflcw 

Pl}hHpal-inns Sixyort 

55. Work with senior staff of the indexing and p(d:)lications management 
sections to develop procedures and resolve problems related to the 
regular publication of lists of titles indexerl 

56. Work with secticxi staff to produce for publication the list of 
materials currently indexed} include standard journal title 
abbreviations, ISSUb, references from fonner title to current title for 
recent title ohanges, and standard bibliogr«^ic citations for all 
other materials indexed 

Other 

57. Function as a tecfanicrl expert in all matters rdated to acquisitions 

58. Interview dealers* repreomtatives to learn about the particular 
services they offer 

59. Identify dealers who have a good performance record in supplying 
irregular serials, conference/congress proceedings, and other materials 
which are difficult to acquire 
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ACQUISITIONS SEUIOR LEVEL 

Other fcnnt'd^ 

60. Assist the section nanager in negotiating with dealers' rcE^resentatives 
to obtain the required levd of service in acquiring andl/or processing 
materials 

61. Ekraluate dealers' performance and report to section manager 

62* Draft section procedures and policies; draft revisions as required 
63. Flowdiart and dociment section procedures 

64 • Assist section manager in on-going systems analysis of the section 

65. Analyze statistics for all operations in the section and prepare draft 
statistical reports 

66. Train and supervise mid level staff 

67 • Assist section manager in preparing the annual budget for section 
operations 

68. Function as section manager in his/her absence 
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MQUISmONS HTHOr LB/SL 

*** knorledge related to litccacy* imocaqr* ooHU)ioatlai8» etc. 

* knowledge of the primary subject field of users served (e.g. medicine, 

chcnistryr Imt, etc.) 
** knowledge of foreign* languages 

Library t Thfotmatixan Seicaoe Khotfledoe (Generic) 

•* knavledge of definition, ■troetnte, and fonats of infoontiai 

*** knowledge of alternative aiproaches to the organization of information 
*** knowledge of alternative approaches to retrieval of information 
*** knowledge of alternative a{f)roadies to Inf oruiation management 
** knowledge of atr*llaUe and emerging information tectnologies and their 
i^plicationb 

** knowledge of ooncaeted and joing research in the field and its appli- 
cability to practice 

* knowledge of career ocportmities 

•* knowledge of how to learn cn an ongoing basis 

Khcwledoe ahoiit infonwition work enviroments 

** knowledge of thu expanding information concnunit^, its participants and 
their interr^tlonahips (social, eooncsnicr technicalr etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

knowledge of the f txictions performed within the various work settings 
and Uie services and products offered 
** knowledge of the users of the services and products, their character- 
istics and information habits 

•* knowledge of the aaqpilsitioM fmstloa, tbe rnge of Mnrioas and 

pcodncts fl ff trtd QxAh and potentiad.) 

•* kno wledge eg the •etiidt i— ttet era ceqiilced to offer the Mcvioes and 

** knowledge^ the'vvriouB resources that are necessary to sifport the 
activities 

*** fowwledge of MqpiiaitioM tools nd aoarois of MMingr ap hic infooa- 
tiion 

*** iBWwledje of aogpisltiani MUiodi aid fdwlgn ^ w 
** knnflti^ of pKfooMBOt nr"*** aid how it cm be MMured 

* knoidedge cC Job trnfOBt^^dm and wocking oonditiais (e.g., range 

of dttiM, pcotaUle ocuanf Iffli, bmCits, cte.) 

9 22 
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AOQUISmONS BCCFY LEVEL 



KhtMlcdoe of hew to do wolIc 

*** kDOvledge oC ham to perfen the variooB activitieB (e.9.r reqaest si B" 
pie laMies of aelected aeriali^MBbeced aeEies, dBvelop a wocklng 
knoMiadeie of tte aiiiject aoqpe of tbe Index database. siiieEvise 
orderli^ of seclal^/nodtMred seriesr selected Bonograpbs and 
rapocts, andiflvisial BsterlalB, etc.) 
** knoirledge oC haw to aoe tbb aoqpiisitions tools and sources of bifallo> 
*jmiMc iuCuuatlon 

*** knowledge of hov to apply tlie aoquisiticns MtliodB and tedniques 

* knowledge of pereamel procedures 

Khowledye of thft oryanlrjitlcii anA the specific work unit 

* knowledge of Hie aissiai, goals and objectives of the ocganintion 

* knowledge of the structure of the organization and the role of the 

aoquisitions section within the or^inization 
** knowledge of the various projects and ke/ personnel witnin the organi- 
zation 

*** knoirledge oC tbe poUries and pcocedores relevant to section opeiations 
** knowledge of the various resources available within the organization 
(e.g. personnel, equipnent, etc.) 

* knowledge of th* users' information needs and requirements 



AOQUISITIONS MID LEVS. 



** greater depUis oC knoirledge qpedfied above 

** knoirledge of tlie cpsraHciWi oC otter ssctlons in tte ocganlzation and 
bow tiMy rtfate to aoquisitians 

* knowledge of awailaUe vmdor-aqpplled sfstensr services and pcodocts 

to aqppoct aaqoisitioQS 

* knowledge of tte contracting process, bo'.:h in general and within the 

organization 

** knowledge of evaluation roethode and techniques to evaluate systens, 
services and products 
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AOQUISmONS 



SaaOR LEVEL 



*** greatec deptte of knovledge qpecifled above 

knowledge of public relations techniques 
** knowledge of statistical description, analysis, interpretation and 
presentation 

** knovledge of the costs mmnr\t&fA with re Bo urc ee (nterials, pecaoanel, 
wgecte, ete.) 

knairledge of coot analysis ind inteipcetation Betfaods 
knawle^ of Mtfaods of cesooioe alloGBtlon 
** knovled^ of tttanludB, ■Mswres and Mtbods foe evalnsting p et a onuel 
* knawle^ of altecmitive wHrngmma stractntes and tlieir isplioations 

for tiie flpunrt-ion of the section 
** state-of-thfr^rt knowledge of libcaiy research and practice as it 
celates to the aoqpilsitiai of print and nan-print aaterials and the 
BUfpact of Indwring opwratlnns 
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MXfJiSTnofG Ewrro level 



* tamrltdge of tte pciaBiy aobject field oC ceein secved (e.g. aedicine, 

dMidBtiy, latt etc.) 

* knowledge oC foceisp linjmjm 

T.<hnirY t Tpffttmat^ion Science Ihowledge (Generic) 

* tamrledge oC daf inition, atioctiiie, and fomts o£ infooation 

* knowledge oC altenatiie a B Pgo echB B to tlie ocgmlaticn o£ Infooation 

* knowle^ of altenetlie atia oa di a e to nfciieiBl of Infimaatlm 

* knowle^ of altesmitlfe attac a di e e to Infoaatlon — mmjwuiI 

* knowledge of availafale and aamjlnj InfmiUfln tecteologies and their 

aiipilort'iflnB 

* knowladge of oeieec muMtUa iltlee 

* knowledge of how to learn on an ongoing beais 

Khfltflettaft whniifc <nfftmii>«^lfln work enyiranmenta 

* knowledge of the wgandina inf >iBBtion iiMnlty, its parfrlcirants and 

their it* M r r mnafitwtat%ijm (eocialv eoonoaiCf tocliilcalr etc.) 

* knowledge of the oeers of the aervioaa and pcodocta, their ofauncter^ 

letics and infooation habits 

moiledae of what work ia done 

* knowledge of acqpiaitiais tools and sooroes of MhHograrhic Infooa- 

tion 

* knowledge of aoqpisitions aethods and tedniqpeB 

mowledoe of hew to do work 

* knowledge of personnal pcooednrea 

Khfvledffft of th^ ftryniMtion and the specif ic work unit 

* knowledge of the wudoos {cojects and kef pecsonNl within the ozgani- 

ation 

* knowledge of the OBers* InCooBtion needs and regoii aawHy 



ERIC 
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A0C3UISITIONS HID LEVEL 



* knorledge of tte orwatjofm of otlMr anrtimn In tte OKgniation and 

faov tiMY folate to matpiaitSaaB 

* kii oi r l a d jg oC mllable vaiiaor-«ivU«d qpstMB, MtvloeB and pcodocts 

* tanrlfldgie oC tha oonfrnctiiBg pcooaaB, both In genenl and wltfain tbe 

ocgnniMtlcn 



AOQPISmONS SENIOR LEVEL 



** taioi fladga oC atatiatical deacriptlon, aaalyalBy intttipcctaticn and 

* fenoMladge of tba costs aasnrlatad wiftii nsoaiot'r CtwialSy pecaomd., 

^paos, ate.) 

* knoaladgte at coat OLt^iyais and Jntaxpeatatiion aatliodB 

* knairla^ of ■wHwda of t aso uaa a allwvtlfln 

* knoala^ oC a U nik i dB, Maanias and aatlnai for amlual iiMj paiaonnel 

* tamrladga oC altttnativa sanagaNnt atnrli i iaa and tiwlr J^pUcationa 

* atata-of-tba-ar*: feooifladia of llbcaiy raaa ai ch and pxaetloa as it 

xtiL*ta8 to tbi^ aogolaition of print and non-print nateriala and the 



ERIC 



13 27 



BSEKnJOi VB6D6 DEBimBf 
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MQQUISinOMS 



ENISY LEVEL 



*** litecauy» w eiacy, oogiitlvey analytioaly lyniriil Imn, etc. 

SklllB RelAted to Specific Activities 
Ability tot 

** perform josb acbivi^ 

* estahliEfti rapport with colleagues 

* iiMnlialii ncU. urittow vectal and n cT r^ watiJ. Mans 
** conduct meetings with individuals and groins 

** collect* analyse and Interpret data 

* make decisions and reoonnendations based on available information 
si^ervise staff 

* work inde p endently and in groups 
** develop criteria for evaluation 

* make e£f ectivet tiMly* and ndl-infoned d B rinions 

* isolate and define proUems and develop the necessary criteria and 

action for their solution 

* manage tlae eCtatiwely 



AOQUISmONS MID LEVEL 



Skills Relate d to Eicfa Specific Activity 
* Skills listed above «• deveiLoped to a greater eitait 

Ability to: 

* pecoelve the needs oC tlie ocgeniation and not just the section 

* anticipate long-range needs of the section 

* desicpi fiystons and procedures to isi^ove section operations 
arbitrate and negotiate 



AOQDisinoNs sanoR level 



*** Skills linked above are dsfsloped to a gcwker ertcnk 

Ability tot 

** msiL'f ■rttmiTi oC naiflnMBHit and avBlaaklon 
** T*"^*** ^ oi aac^doi and ocgniaational r ea nuro eB 
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SKILZfi 



AOQDISinONS EKnV I£VEL 

flclllfl BelatpH »p f^if^r- Acfalvitlea 
AbUity toi 



imrfora todk activity 



AOQOIbinONS MID LEVET^ 

flclllB IteLitfld to BiA fipflrlfic Activity 
Ability tot 

* peiotive tkm mads oC tiie efganiMtion and not joat tte aacticn 

* antlcliate Icng-mga naada oC tte aaction 

* dBaiiSP tgtkMKs flnd pnoadDcaa to lua c wa aaction opacationa 



AnQDismoNS sonoR levs< 



Ability to: 

* acply Mthoda of iwaurfawtf and avaliatlon 

* bndaat and 



* qpt-ftriw tlie uaa of aactioi and oBjinlwitlonal caaoasoaa 
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ERIC 



AQQUISmONS 



DLgpoaltlonal Ahtiit^udea 

Attitudes Toward Ingfcltiiblcns 

* Respect for profession 

* 9eBpet± foe the aectlcn 



Attitudes Toward Other Peode 

Toward tterg 



* Like people in general 
Like to hdp people 
Like to meet people 

Like to make others feel ocnfortaUe 

* Sensitive to others' needs 

Toward Others in the Workplace 



** Like to work with others/as a team 

* Like to work on own 

* 1lillin9M8B to dcaw vpcn and share knowledge and eqperienoe with 



* Supportive of oo-workers 

* Bijoy managing/supervising others 

Personal Oualitiea 



** Assertiveness 

* Ocmpa88ioi\/Kinches8 

* Oonf idenoe 
** Cheerfulness 



*** Diplomacy 

ftotlonBl etafaility 



* neiibilityAlBraBtillty 
** Imagination 

* Inquisitivcness 
** Leaderahip ability 



** Need for achievonent 



Er|c 16 



33 



jsnmss 



ACQUISITIONS 



Pftraoral ni«HH»B f^ymt-'j) 

* Objectivity 

* OjpoMiindBAiess 

*** OptiinlaqA>08ltlve attitude 
*** Organization 

* Wtieaot 

* Ityslcal endurance 

* RBfloiitoe£iil 
Snsltlv^f^Siou^itful 

** Sense o£ hunor 

* Sense oC 
** Tolerance 

Attitudes Related to Job/Wbrk/Qr^anlzatlon 
Individual diould demonstrates 

** WUlinpiess to tak^aooept ceaponslbUlty 

* wllllncpess to take initiative 

** vrtlHnqfiiB to rsiKincl to anUncity, afnly and foUov policy 
** Realization that there Is no sin^e "rlc^" way to achieve the goals of 
the sectloi\A>rnanlzatlon 

* Desire to learn/* .y 

* wlUlnspess to fall 

** wm IrajMimi tc ask questions 
** Desire to work to best of ability 
** neappnaiyeneM to tlae oanstiaints 
*•* itoc uca c y 

*^ wUlln^iess to get bands dirty 
*** Attention to detail 
** WllUnjMie to d> derioBl tasks 
** Desire to fw| } ^y ^f^ ^ h m^ 

** Service orientation 
*** Organizational identity 

** wllllngiess to pconote parent organization and its services 
*** View of parent organization as part of a larger infonnatlon envlronnent 

* Ability to see broad picture 

** Ability to sacrifice dwrt-tenn gains for long-term goals 

** Folltioal sense 
*** Oiriosity 

** Vlarlety of Interests 

** Desire to grow personally 
*** Desire to grow professionally 

* Dasire to r— In cnmnt in specific and general siiiject f Idd 

* Positive attitude toward job 

34 
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ISinODBS 



AOQOISinONS 

Dtflpositlonal Afctltaidea 

Afctltaideg TMrA Other Peoplg 

TeuAra QfcherB In hhe Wnrknianc 
* Win linjwiMi to taf qpon and ataue kaoAmSgt and «qp«c l «ioe with 

- * » - 

fgraonal Qualities 

* AXtttllBBB 

* Need for adiievcment 

ftttf*^^ nelAted to Job/te>rk/Qrmnim<:ion 

Uidividual should denonstiatei 

* RB^oonsivcMBB to Ubb ccnstiaints 

* Wililngiess to do clerical tasks 
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MSiVlTUBj 



OHESAUBUS EEVELOFHBir & OONEia. SENIOR LEVO. 

Dwraloancnt 

1. Dstennine the method (nanual or autanated) and procedures by which tie 
thesaurus data will be conpiled 

2. Detenninfe the data elements to be included for eadi subject tenn 

3. Desigi the forms to be used for data collectian 

4. Develq? a basic list of terns in the selected sti>ject field (s) through 
review of basic texts» reference worKSr abstractinii and indexing toolsr 
eadstlng thesauri in the fi^d(s)r etc. 

5. Gstegorize the terms and develop tassononies 

6. Review the term lists for semantic and syntactic oonsistenq^ 

7. Develop written guidti-ines to ensure that the semantic and e^yntactic 
consistency may be maintained as the thesaurus is updited 

8. Develop written guidelines concerning the nature and structure a£ the 
various types of cross references 

9. Oonplete data entry forms for cross-references for hierarchicallyr 
horizontallyr and otherwise related terms 

10. Add annotations to subject termsr as required 

11. Supervise the production of the alphabetical listing of subject terms 
anJ cross references and the listing of taxonomies 

12. Review and correct term lists 

13. Sutxnit the term lists to subject eiperts for reviewr if apgtopcia.t'i 

14. Supervise the correction of the master term lists 

15. Prepare introductory material to be included in the printed thesaurus 

16. Work with publications management staff and data processing staff (if 
i^ropriate) to arrange for publication of the thesaurus 

17 « Perform proofreading of assigied sections of the thesaurusr as required 
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MZIVlTlfiS 



OEESADRUS DEVELOPMENT & QXTISCL 



SENIOR LEVEL 



1 



18. Review suggestion forms received from the indexing sectioi for changes/ 
additions to the approved thesaurus 

19. Review assicped taxonomies on a regular basis to determine if changes/ 
additions to the BpptcmS listings should be reccmnended 

20. Check the subject literature and the Indexing database for use of the 
suggested/questioned terms 

21. Evaluate findings and determine the appropriate action to be taken: 
reoomnend establiatanent of a nen subject term; reccnmoid a duuige in an 
existing tenn; reooonend rcplaoonent of an odsting subject term by a 
new subject term; reconnend conversion of a cross reference term to an 
approved thesaurus term; recommend establishment of a new cross 
reference term; reconnend restructuring of an entire area of the 
taxonomy; reoomnend no change in the existing term* etc. 

22. Prepare appropriate docunentation to support each recoranenchtion 

23. Prepare appropriate data entry forms for each recommended addition/ 
change to the thesaurus 

24. Submit documentation re: changes to the thesaurus to the section 
manager for review and circulation to section staff and appropriate 
In-house staff 

25. Attend and participate in meetings to discuss and act on proposed 
changes to the thesaurus 

26. Si:peivi8e input of eqpproved changes/additions to the master thesaurus 
database 

27. Prepare introductory material to be included in each new edition of the 
thesaurus 

28. Work with putdLications management staff and data processing staff (if 
appropriate) to develop procedures and establish schedules for the 
regular publication of new editions of the thesaurus 

29. llork with senior staff of the Indexing section and data processing 
staff to devdop proceduree for regular maintenance of the subject 
headings In the Indexing database idiich have been changed In or deleted 
from the thesaurus database 

30. Perform proofreading of assigned sections of new editions of the 
thesaurusr as reqpd.red 
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ACTIVITIES 



mESMDRUS EEVELOPHEin' & OXtnOL SENIOR LE^ 



31. Function as an ei^rt in assicpied subject areas 

32. Establidi and maintain contact with subject e^^iorts in the field who 
are working in assicped subject areas and %fho may oupgly eq>ert advice 
\3pon request 

33. Maintain an up-to-date collection of reference works in assigned 
subject areas to support subject reference needs 

34. Attend professional meetings in assigied subject areas and in the 
information f idd; prepare reports for dissenlnation to staff 

35. Keep abreast of develOEinents in the infonnation field that affect 
thesaurus developnent 

36. Develop contacts with other Information professionals both within and 
outside the parent organization 

37. Participate in in -house ccninittees which require ^ecific subject 
and/ot language ejqpertise 

38. Perform Eqpecial studies* as assicped 

39. Forward recomnend&tions for materials to be included regulacly in the 
indexing database to the designated senior indexer 

40. Conduct business by Fhone* appropriate 

41. Write memos and letters* as required 

42. Maintain a record of rnork performed 

43. Make recoimnendations to the section manager for improvement in 
operation of the section 

44. Attend and participate in staff meetings 

45. Provide as overview of the operations of the section to visitors, as 
requested 

46. Train and supervise support staff* as required 

47. Mork to develop "eqprit de corps" among co-workers and staff siqpervised 

48. Assist section manager in writing job descriptions for self and for 
staff supervised 
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JUXIVITIEB 



raESMJBUS DEVELOFHEUr & OOHIKIi SENIOR LEVEL 

Other fccrt:»d1 

49. Asslsu secbicn inanager in developin9 perfonnanoe 8tand9.rdB for self and 
for staff Bopervised 

50* Assess perfonnanoe of exlstinc t^quipnent/sysbanrif^ u*. 1 In the secticxi 
and investigate capabilities of Oi±2t equipnent/fiysi * ; 

51. Recxxnn aoquisiticxi of new/additional eqi*ipnent/Gr/L.tciis 

52. Ttain section staff in operation and maintenance of equipnent/fiystenus 

5^. Draft statanents of work for contract proposals for services, eystems, 
equipnent ancj/or maintenance 

54, Evaluate oontractot's proposals 

55. Write articles for professional ^unudsA^eirsletters 

5C> Draft sfcatements of section procedures and p6Liciesi draft revisions as 
xjuired 

5*: . Floifcfaart and dxmnent sectioi procedures 
58. Prepare menuals of procedures 

59 • Assist section manager in on-going systems analysis of the taction 

60. Analyze ^tristics for all operations in the section and prepare draft 
statistical reports 

61. Assist section manager in preparing the annual budget for section 
opd/raticns 

62. Function as 8e?tion manager it. his/her absence 
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BBBSUL VB8UB IffgrFMIir 




DOUDGB 



mSSAORDS DBVELOFMENT ( COmOL SBOOR LEVEL 

*** knowledge related to literacy, nunerac^, cxxmunlcatlcnBy etc. 
aibiect Imcwledge 



knoirladge of tte pcJauy »faj«ct fitid oC oaeis senrad (••g.i Mdicliie, 
clMBifltiy« ]flr» etc.) 
*** knowledge in graater itpth In qpadflc mtxifidtM, (••g.» nBusoanatOBjrr 
nwui ^|iy lolosyf namomgeqff ebc*) 

TnfoniMH^Inn Brionn* Khr«1i^ (Generic) 

** knowlAdga oC drf1nitlffi» atxaebnDa« and fonats oC InffnwaHfln 

* knowledge of alternative ^iproadies to the organlaation of Information 
** tanrled^ of altanative aapcoacfaea to ntcieial oC Ineonatlcn 

* knowledge of alternative approaches to Infonnatlon mnagnent 

* knowledge of available and onerging Inf oonaticn technologies and their 

i^ioaticns 

** knowledge of ooapleted and ongoing nsaareS: in tlie field and its 
ORlioabllilj* to pcMtioe 

* knowledge of how to leaxn on an ongoing basis 

Knowledge about iirfomatton work mriremm^a 

* knowledge of the es^mding infonnaticn ocnnunityr its part'^cipants and 

their Interrtilationsh^ (social^ eocnanic* technical^ etc.) 
** knowledge of the variety of work settings and their organizational 
structures 

** knowledge of the functions performed within the various work settings 
and the services and products offered 
knowledge of the naeES of tiie senrioas and pcoArtSf their character^ 
imt-iftm ^g fH inConation I tf**^*'* 



Khowledoe of what work Im done 



knowledge of tiia thaawiinis dMPdopMOb and oonti^l ftwrtliww, the range 



oC ssKvloas and pfoftai s offend (both actual and potential) 
*** kno wledge of the vtibvitles that ace caqpised to otfec the aarvloes and 
pffoduoe tiie pccdttsts 
* knowledge of the various resooroes that are necessary to support the 
activities 

*** knowle^ of l e feti o a toole in ycific artijeetnaa 



* knowledge of p a d So—noe enacted and how it can be 

* knowle^ of job leanonelMHHei and wocking onnditlcns (e.g.» range 

oC dofciee, pfDoMbOe oaqpanaatlai, banaCite, etc.) 
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HOUBIGB 



1HBSMIRUS DEVEXOFNEIir & (DNTBOL SSMIOR LEVEL 



rAOwlftdae cf haw to do %iogk 

*** mMlndijif d bar to pKfoai tte ^mxiaiiB activitlw 

kmiilBdgt oC bow to nw ip tol f lf toolj foe tlMHncnB dttilopMnfc and 

oonLzol 

*** hnoMltdgt flC tanr to mply tte ■rltaodB and toiJwfqawi oC tliiiinin 
dMi(Lo|^Ub Mid oonfcixdL 

* knotfledgo of personnel pcooedures 

* knovledge of the contracting pcooess, both In general and within the 

organlntion 

* knavledga of •Mlistiai MUiodB tactwIqiinB to WBliaite wgMtHKBt 

■acvioaa and pcoAxsto 
** knowledge of statiatical description, analysis. Interpretation and 
presentation 

* knoirledge of amilafale ytoasi aecvioes and pcodoBts to sqppoct 

tlisnmns dsieilopMnk fw*| 

* knowledge of the costs associated with resources (naterlals, personnel, 

spBtce, etc*) 

** knowledge of cost analysis and Interpretation netbods 
** knowledge of Mtbods of resource allocation 

** knowledge of standards, Masures and netbods for evaluating personnd 

* knowledge of altomrt^lve mnagonent structures and their inplloatlcns 

for the operatic n of the section 
** state-ofHsbe-act knowladgr. of raseeiicb and practice in thesanrus 
dsvcdoiMnt and ociitywil. tadnlQnsB 

KhfMledge of the ogymlgatlon and ^.ifir wotIc imlfr 

*** knowledge of tlie miMBiaig qotOm nd objictivas oC tbe ocgniaatiOD 

* knavled^ of tte fltmBtactt of tbe ccgMdaition and the rolft of the 

section witliin toe ongpiisafcion 

* knowledge of the various projects and key personnel within the 

organization 

•* knowledge of toe poUoT as aid p Becsa mas tfUmmt to sactlai op e ra tion s 

* knowledge of the various rasouroes ai liable within the organisation 

(e.g., personnel, eqpiipaent, ete.) 
*** knowla^ of bar tlie toBMns tons ase used ky iij^i^if 

* k iy^le dje oC tbe ' ^ ifn ^ i '"* ^ of otoir saetiona In toa ocgviiaBtion and 

bow tbqr ralfito to llnsaiiniB daselmul and oanfcxol 
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KMONLBSB 



THESAURUS EEVELOPMQIT ^ COimOL BBdOR LEVEL 



Sibiect knowledge 



•* kiii3tfl«dl9R oC tte FclMiy ad^ject fUtU of umcs Mcved (e.9., Mdicine, 
** kaowladgs 2s gpaatoer d^ptt in ip ecific aftjects* («.9.» Moranatav, 



Inf onnatlcn Selenea Ihawladyi (Generic) 

* knoirladgB oC arffaltltti, fltiocbm* aid £onMto oC InffnnwUnn 

* ta ia nm Og t oC < l t « CB ati P> aBPcoMtm to tte osgHilatiln of infoxBBtian 
•* knowled^ of tUtmaaktm a gpw dw to rafcciaNd of tagawticn 
** knoiiitda* Qg <ltiKMtto» tnaMbm to infomitiop mmiimii 

kMirlfldgt oC apiilafal* nd trjlnj 1nfin>1-lm tadnolioglM na their 



*M knovladii* oC oovlctod and ongoing cwMuch in tte field and its 
ilClioBfaility to fmftifit 

* knoMiedae of cnraer <'■■ > «'>■ i w i i lU fn i 

* knavle^ of tev to lomn on m ongoing tasis 



** knawladgp of tte Hiding inffntinHfln ooHniitary its porticipnts and 

tlittr <w* « rr iai*fr<«»*^<f f (aoclnlf eoononief tOGiiiioBl» otc*) 
•* knowladiio of tte vKinty of nock aottingi and tteir ocgnintioMl 



•* knoMlodgo o f tte fMM^i ain yf oMod wlHiin tte ipnriow node wttings 

and tte Mcvioio and piiodupio offtod 
*** Im m fl odj a of tte omts of tte aonpioM and pcodacta, tteir ctecacter- 

mcwledae of what work la dona 



* knovlodiB of fgferoDoe tools in qpocif ic subject sems 

*** knowledge of nettedi end teftelgiies for ttesenros develosnent and 

oontcol 

* knovledge of p er fo osn ce eigected and faov it can te nHiiurofl 
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IBESADBDS EEVHXVHQCT fc OONOVL SENIOR LEVQi 



iaigirlgQ9e of hoir to do work 

* kimdAdg^ of hov to it r f 'y tte wioos actlvll Im 

* knoMlfldj^ oC hoif to qm iptrflPfr tooiUi fbc ^liMMiraB dira3LQ|Mnfc Md 

* knoiiiadgft oC hoiv fco liply tint Mtlndi tadnlqiiiB cC ttitninin 

BMvloM flnd pcodkxsts 

* icna#l6dge of statlBtical description, analysiSf interpretation and 

presentation 

*♦ knowladfgre of «rallatil« qfsteMf Mcrioes and prodixAa to aqpport 
^beaaonMi dai^Blfli^BeDt and ooDtcoQL 

* 8tate-«£-tlM-«£t knowMgs of gt— arch and practice in tlMaaucoa 

dBmlo|Mnt wd oonLiol tacliiiqpM 

* knoiiledgB oC tlia alMlonff Qoids and dbJac b iifMi oC tba ovynlsafcioik 

* knovliidga oC ttia afcCQBtora oC tlia ocgHiiaBtlon wd ttw nfla oC tiia 

aaction within ocynisafcion 

* knoMladga oC tfaa nuloaa c aao ur oaa availafala vltiiln the ocgBnlaation 

(a»9*r panonnailf a^p^BMkf abc*) 

* knoHlfldsa cC hav tita thaaancua tana aca oMd ly I n ^ a wr a 
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1BE8MJRUS DEVOCFMBIT & 



SQQOR LEVQi 



litMCMyf wcaq fy aogpiitiWt analytioBlf umiiIiiI limit etc* 

AbUity tot 

* perf oon SQgii activi^ 

^ loort> nd QM HHpcopKiflte nCtnnot tools to pravidB wfarjacb flqppoct 

pKotfipt tte inAxHfclon BMdi oC tte tiMMVOB omc 

* astabliA rap pot t witii noillinriiiii 

M dMslsimi snd raooHMiidifcioM bund cn OTBilablft I nf ft i ni! iflii 

** wakm ffftfftlTtf tlMlyr aid mU-lnftMaMd <wh«how 
** iaolate aid **f<«^ pnliilMB Md dsfcilop tte Motanqf critTti and 
itg^jfln fof ^i^f aoiiafelon 

** conduct an Inteivieir 

* conduct Meting* with individuals and groups 

* Biqpeiviae ataff 
arbitrate and negotiate 

* anticlpafce long-nnge needa oC tfw* section 

* daeisp QfstaM and t fnnaili m a to i nwM Tft eectlon cp tr at ifl ng 

* apply methoda of naaaurcaient and evaluation 

* budget and nake projections 

* optimize the use of organizational and section resources 
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THESAURUS vBfEuxmtr & axfnoL sbhor lwq. 



fbility tot 

* apply oonriBtiwit-ly tte qiritlrtliw for tlwi i inMi d w rel c i — it and oontiol 

* locate and om acpcapdat* rtferonoe toolai to pcovide subject flqppoit 

in ttaBMsne dMidfl|Mnt and control 

* pocoo fa e tbe Info wl Im neadi cC tlie tliieannai near 
** iwlriflliii nipoct idtli lollaajii 

* ccamioite wall ly writton, ipocbel and n on^ v ertal owans 

* dBvelop ccitecle for eittliMtlon 

* ant-ldprttr lengf-cangeiMeteoC t he ■actio n 

* doeign ^fstMB and pcootdDBon to Joiicove esctiion opecofclons 

* budgot end eeke prf'j fT^I***'' 

* the uae oC ov^nixatiaiBl and flection cefloucoos 
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BBBNIIJIL VBGDB OBHtMILf 
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IBGSAURDS DEVELOFHEIfr t ODNTROL 



DtapoBltlonal Attliaideg 

* Recqpect for profession 

* Rsqpsct for tte tfasBMiniB dBvcHocMnifc and ocnLiol section 

* iimmh foe tbi6 iMienb ottywlMtlon 



Attltudeg Toward Other Peqjae 
Towrd Iteera 



* Like people in general 

like to bfltlp peqple 
** Senaitive to otiietB' needs 

Toward Others in the WorlcplAoe 

* 



like to nock with otfaen/as a 

* Like to work on own 

** WLUlngpiesB to dnw upon and diare knovledge and tnqperlwine with 



* fluumtlwe of oo wmhecs 

* Qijoy managing/sipervising others 

Personal Qialltiee 



* Assert.lveness 



*** Dqpcndribllity 
* 



* i^^f«<wi stability 
** ntimess 

* naiifaiUlg/VteBBtiUty 

* ItasgJiiBtion 

** mgoisitivaneaB 
*** Laadecahip ability 
** Naatness 

** Need for achievement 
Objectivity 



* Optimiflnv^sitive attitude 
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OBESADRUS DEVODEMQir & CDNTBOL 



ERIC 



* Sense of hunor 
** Senoe oC atfalcs 

** TOleianoe 

^■tlfaKteB ff>l*«-ft^ t-ft .TnbAiQrk/Or^Bnlzatlon 

Bidiviaual diould deDonstcatei 

•* milin^MaB to takVampt wnymlMHtY 
•** Wlinniyiw to initiative 

*** Win IwjMW to tmpaoA to anUmrllyy aiiply and ttiUan poUcy 

* BwiHtlm that tfaen is no single "clglit" nay to achiese the goals of 

tlia sactifli^oiDgaBiaBtion 
•** Dasirs to laanVtxy 

* WlUin^iess to &U 

** wnHngisBS to aafc qnaaticnB 

* Daaiia to wock to baat oC ataility 
HnaiiiiiBlimaBB to tiM oonarralnrs 




* Hillinaiess to get hands diily 
*** ittfrt'ifWi to datail 

* Willlngpiess to do clerical tasks 



* Organizational identity 

** Willingpiess to prcmote parent organization and its services 

* View of parent organization as part of a larger infoxnatiGn environnent 
*M ttUity to aaa bcoad plctnie 

* Abili^ to sacrifice short-term gains for long-tem goals 

* Political sense 

* Qiriosity 

^itfiely of intaceats 

* Desire to grcur personally 

* Desire to grow professionally 

*** Daslxa to naaln cumnt in qpedf ic and goMol anbjaet f iild 

* Fositlva attitude tOMaxd job 
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ICRB VB6UB UBBBDT aMV 

n IBB imniB 
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JOTllUUS 



THESAURUS DEVOXJPMQir & OONXSX 



DlgpoBltional AfctitaidBfl 

Attitudes Itafcard Other People 
■Pcwerd naers 

* l»H>wct oeera 

ToMard Others in the Workplace 

* Lite to wQEk vitfa dOma/aa a ttm 

* jftll tngtwi in to dear qpon and Aon hnovledge and wperlanoe with 

* Bnjogr BBMging/Mfenrifiing sUiecs 

Personal Qtialtti.>B 

* AIcixLmbb 

* DBpjndriOiUty 

* ItegiHiticn 

** IngiiiaitiMMBB 

* Organintlcn 

At><frnA>a ita^iffikA frff ^Tflla/Work/Orqanization 
Individual ehould dononntratei 

* Desire to leanVtxy 

* Aocoiacy 

* Secvioe ociditation 

* Vim oi pucont (Mrganintion as part of a Uager infonatlcn earizamett 

* Cariosity 

*• Vuitty of infcerasts 

* Dasice to grow penonally 

** Desire to ruin crxrant in qpecif ic and general subject fJ^d 
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naBRBRSB mODDCS t iCflSS IO W IL aXVETBOS 
imOJG/ SBOMSIBS 
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ERIC 



AUEiVlTUS 



1. Receive material to be indexed 

2. Log in each piece as indexing begins 

3. Reviekr prelJ&iinaiy data (standard journal title abbreviation or other 
title informatior.p volume, issue, pagination, article/chapter title, 
author (s), author affiliation, other bibliogra^ic informatl.'n, 
abstract) entered on the indexing foiBv'reooicd for accuracy 

4. Make corrections to prdiminary data, if required 

5. Translate titles, if required, and enter on the indexing focn/record 

6. Rea<Vscan the iten to be indexed and identify the main theme and 
sub-themes 

7. Biter check tag data on the indexing fom/record, if a[iplicafale 

8. Select the «^roprlate headings/headlng-sufcheading ocndainations from 
the approved thesaurus 

9. Biter the headings/heading^subheading cnmbinations on the indexing 
fom/record 

10. Mark the subject terms inder which the item should be cited in the 
printed index, if applicahTe. Additional unmarked subject terms, 
representing sub-themes in the item, will retrieve the cited item 
online (xily 

11. Prepare abstracts or annotations, as required 

12. Add ccmnents/questions for the reviser cn the indexing fom/record, if 
necessary 

13. Flag pieces «Aild) may require additional processing for inclusion in 
other indexes/databases 

other 

14. Perform proofreading of printed index page proofs as required 

15. Oonplete necessary forms to suggest changea/additions to the approved 
thesaurus; forward forms to the reviser 

16. Make reocranendations to the section manager for inprovement in the 
operations of the section 

17. Maintain a statistical record of work performed 
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M3UV1T1ES 



ERIC 



INEEXING/ABSIKACnNG ENIBY LEVEL 

Other fcont»d> 

18. Wtite nemos, as required 

19. Attend and participate in staff meetings 

20. Provide an overview of the operations of the section to visitorsr as 
requested 

21. Assist section manager in writing/if>dating the job description for 
entry level indexers 

22. Assist section manager in developing performance standards :or entry 
level Indexers 

23. Keep abreast of developments in the infonnaticn field that affect 
indexing and abstracting 

24. Attend professional meetings and prepare r^orts for dissemination to 
staff 

25. Develqp professional contacts both within and outside the section and 
the parent organization 



INDEXING/ABSIIACnNS MID LEVO. 



26. Index and abstract the more difficult materials and the selectively 
indexe4^ab8tracted materials 

27. Receive materials to be indexed from the aoquisitiaiS section 

28. Review materials for presence of proper locator labels; may be bar 
code/OCR labels to al7nw for tracking of materials in f^ocess 

29. Reviek Indexing forms/records for accuracy of bibliographic data input 
by acquisitions staff 

30. Forward materials fo£ descriptive indexing to in-house/contract staff: 

editorial staff mark article/ch^er title, author (s), author 

affiliationr and abetra'^t 
ksyboarding staff inpvt Ate 
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MXEVmEB 



ftviHW mA Production Qontrdl foont'd^ 

31. Keep a recsord (mcnual/Autonated) of the location of materials in 
process 

32. Review/spot check accuracy of editorial and keyboarding staff/ 
contractor 

33. Forward materials to be distributed fo^ indexing to the e^opriate 
senior Indexer. Notify hint/her of any problems lAdch may affect the 
volime of material to be indexed 

34. Train and supervise technicians who proof the conpleted Indexing 
fonna/records before they are released for publication processing 

35. Bun established search profiles and forwarc^release indexing data to 
the designated organizational unit for pubLioaticn/product {xocesslng 
according to established schedules 

36. Coordinate the proofreading of page proofs by section staff 

37. Draft statements of work for request-for-proposals for contract Tsita 
entry 

38. Evaluate contractors' pLoposals 

39. Act as project officer for contract services for d&ta entry 
other 

40. Review periodically the ccmtents of the online dictionary » if 
applicable. Delete terms» as required 

41. Mork with a senior Indexer (reviser) on a one-^o-cne basis to learn 
revision procedures and to devdop the necessary skills 

42. Participate in in-house connittees lAiich require specific subject 
ancl/or language eiqpertise 

43. Perform i^ial studiesr as assigned 

44. Mork to develop *ec^it de corps" among staff supervised 

45. Assist section manager in writing job descriptions for self and for 
staff siqpervised 

46. Assist section manager In developing performance standards for self and 
for staff si^ervised 
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Hsmms 



INIEnNG/ABSIRACnNG MID LEVEL 

Other fcont'd^ 

47. Assist section manager in the review and performance evaluation of 
staff supervised 

48. Assist section manager in the selection of new tedAici&iS 

49. Prepare manuals of procedures for in-faouse tecinicians and for data 
entry contractors 



INEEXING/ABSERACriNS SENIOR LEVEL 



50. Emction as a technical oqjert/reviser in the section 

51. Distribute work to indexers according to priority and language and(/or 
subject eiqpertise 

52. Revise/review the work of all in-house/contract indexers 

53. Respond to questions posed by rcvisees 

54. supervise the forwarding of all processed materials to the proper 
organizational unit for storage or disposal 

55. Dcxmjnt performance of revisees 

56. Prepare and conduct formal training/t:qpdate classes for all in-4K>use/ 
contract indexers 

Sdechicn 

57. Fbrroulate a draft policy statement and guidelines for the selection of 
materials to be indexed^abetracted (fully or selectively) for inclusion 
in the master index database 

58. Review citatioM/iwues received from organizational staff and frcni 
publidiers for possible Inclusion in the indexing database; reccnntend 
titles fcr inclusion 

59. Work with the section manager to coordinate the annual review by senior 
organizational staff an4A>r advisory grot^s of tiie list of joumalsr 
monographic series^ report series^ etc. currently indexed 
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ACTIVITIES 



INEEXXNG/ABSTRACriNG SENCOR ^JBm 



Other 

60. Keep abreast of bibliogreqphic standarde for indexing and eUsstreKting; 
inooiporate these standards into section procedures 

61. Work with the secticm manager to determin^revise the processing 
priority assi^ied to each title indexed 

62. Prepare introductoiy material to be included in each issue of ^he 
printed index and in cunnulaticns 

63. Together with the indexing quality and production control sipervisor, 
work with data processing staff (if eqppropriate) and publications 
management staff to estabLid) procedures and resolve prc^cms related 
to the publicatioiVrelease of the indexes/databases on a regular basis 

64. Vlbrk with senior staff of the thesaurus developnent and control section 
and data processing staff (if applicahle) to develop procedures for 
regular maintenance of subject headings in the indexing database whidi 
have been changed in or deleted fron the thesaurus database 

65. Develop and maintain eqppropriate seardi profiles to retrieve subsets of 
the m2i8ter indexing database for processing for distribution as 
separate publicationvdatabases 

66. RECGuiTiend ne»r products vMdi may be devdoped from the master indexing 
database 

67. work with senior staff of the acquisitions section to establish 
procedures and resolve problems related to the timely receipt of 
materials for indexing* input of bibliographic data on the indexing 
fom/record by acquisitions staff» and the regular production of lists 
of titles indexed for inclusion in the printed index 

68. Review indexing staff suggestions for cfaangefl/additions to the eqpproved 
thesaurus; confer with section manager an^ other senior level indexers, 
as appropriate 

69. Act as liaison between the indexing section and the thesaurus control 
section on all questions related to use/modification of the i^roved 
thesaurus 

70. Prepare/update manuals of indexing and abstracting policies and 
procedures for in-housc/contract indexers 

71. Maintain an ifHx -date collection of reference works to sifiport the 
respective subject reference needs of the Indexers 
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ACnVITEES 



INimNG/iffiSIKOING SEMIOR LEVEL 

Other (cont'd) 

12. Wbrk with the section manager to establifii: an<Vor rarise standardB of 
performance for all lev^els of indexers 

73. ElowGhart and docunent all section procedures 

1\. Assist section manager in on-going systems analysis of the section 

75. Assess performance of existing eguipoient anc|/or s/stents (manual or 
automated) used in the section and investigate oqpebilities of other 
equipnent/systems 

76. Reoorinend acquisition of new/additional eqpiipnent/eystetns 

77. Train staff in operation and in-hcnise maintenance of equipment/systems 

78. Supervise in-house operation and maintenance of equipnent/sy'stems 

79. Assist in the selection of new professional staff 

80. write articles for professional publications when aqppro^iate 

81. Analyze statistics for all operations in the section and ^epare draft 
statistical reports 

82. Assist the section manager in prqaring the annual budget fee section 
operations 

83. Function as section manager in his/her absence 
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INEEXIMG/ABS!IS»mNS WFSS LEVEL 



*** knorledgie rdab^ to litecacy* nwoacyy unilfiil imn, etc. 
Subject Knwlfidae 

*** taMMleage oC tlie priMiy snbject fiflld of uBecs aenred (e.g.» Mcttcftnef 

* knowledge in greater depth in specific siftjjectSr (e.g.* neuroanataryr 

neuropfaysiQlogy» neuroeurgery, etc.) 
** knowledge of f oreigi languages 

Information Science lBiowled9e (Generic) 

* knowledge of definitionr structurer and foonats of infbxnation 
knowledge of idtemBtlfie a na.o>tii n to tte OBjwIrtHm oC infioaaticn 

* knowledge of altamative itmumim to ntriernd of InSoaMtion 

** knowledge of alternative aggxcadttm to inf oonation managenent 
** knowledge of available and emerging information technologies and their 
i^ications 

* knowledge of completed and ongoing research in the field and its 

applicability to prac ice 
knowledge of how to leazn on an ongoing basis 

KV^ruliAiy ffhn»rt infr^rwm¥im wnrlt <wyiromentB 

** knowledge of the expanding information ocnnunit^y its participants and 
their interrdationahips (aocialr eoonomicr technioalr etc.) 

** knowledge of the variety of work settings and their organizational 
structures 

** knowledge of the functions performed within the various work settings 
and the services and products offered 

** knowledge of the users of the services and products^ their character- 
istics and iJifomation habits 

KhOtfledge of what work is done 

•** iBiowledge of tbeinteing and ahtgn ctteg fmctions* the range of 

Mivioea and pwktetj offered (bolii artTi and potntlal) 
** knowladne of the actiritiM tlMt an raqiiicad to oCCic the aacvloeB and 
pcodtaoe tiia predicts 

* k!iowledge of the various resources that are necessary to aaepott the 

activities 
*** hpMi y|^*|* of < n*— tools 

*** iHWwl^fljft of <ni*f*ffTg and abatcacting MaHMiili and tedniques 
*** knowladgie of pacfooMnoa fyr*** and bow it can ba Maantad 
*M knoMladie of job CMvonalbWtiaB and wocking oo n dl t ic n s (a.g.» range 
of dotlaa* pcflfaabla oavnaatioD* bnafitSf abc.) 
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mxxLVG/fBSTBfcrnc wrss level 



Khcwledpe of how to do work 

knowledge of bey to pecfoa tlie varlooB activltiee (e^g., rmim 
diecrlptlipe Inrtwring Coc mcuracgfy pecfoni eribiJect Indeiiiigf entec 
^hte on the Indwlng fon^ieoocdf ete«) 
knoiiledge oC boif to ise tiif in^ %g |iij tools 

knoiiledge oC bov to enply tlie <'>*wr*« j and afaBtm^ino mcHioiId and 



loDOiiledlge oC p^ff^?f^^^ftfl|f|J teduJi^piBB and p f^fi ^^^diirftff 

* knowledge of personnd. pcooedures 

Kr^f^^»AJ» i-h» ftryin4«Hm qpaclfic MQtIc unit 

* knovledge oC tte alMiai, goals aid olijactiveB of the cpywIwUcn 

** knowledge of the structure of the organizatlcn and the role of ttie 

section within the organization 
*** knowledge of the various projects and k^ personnel within the 
organization 

knawledgs of the pollciss and procedDces rdevant to the section 



* knowledge of the various resources available within the organization 

(e.g., personnsLr eciuipoentr etc.) 

* knowlec!sie of the users' information needs and requirements 



INEEXING/ABSIRACriNS MID LEVO* 



greater dupths of knoslsdjB n>sff1f1sd above 
** knoifledae of tlis ODanufcions of o U iag sortlcno in tlis oraMilBtifln and 

ham Vbtgf cdate to ^^^^^^^ ^i ^r^^ nj 
*** knovledge of the onntractlng prooeesr both in general and within tlie 
orgsmisation 

** knovledge of evaluation mebbodB and tecfanlquee to evaluate eyeteKiSr 
aervioes and producta 
knoiiledge oC ^ m llfy ^n fi pccdootion oontiol ^^^^^i^^ ^ if ^ and l y ^w ^ p n ie 



erIc « 



KWnWJTOR 



INIXXING/ABSriKACrilG SBHOR LEVO. 



g rcat cc firr^'hB of knoMlsdge ^pacified tbon 

** knowledge of public rdaticns tednigueB 

** icnowledlge of statistical description, analysis, interpretation and 
presentation 

knowledge oC aiailaUl* foidor-Miplled sgHtfi, aeivioeB and pcodocts 
to j H ^ fpy t t ' IndBsiii^afafltcsctiiig 

* knowledge of tte oosts ewnrliilfi i l villi le wo iuo e s Qtl-rtlalfl, pecaameL, 

qpaoe, etc.) 

* knowledge of cost analysis and interpretation methods 

■M^^^^B^ ■ ^^^^^^^^^ ^^^K ^^^K ^^^^^^^^^^^^^^^^^ ^1 ^^^^^^^^ A ^^^A 

nxMieage oc mcdoob oc vesonioe oUOCBcion 
** knowlr Igt of skanduds, ■eaflUEes and ■wHwdi for cwaliBting pecsonnd 

* knowledge of alternative nonagenent structures and tiieir inplioBtions 

xor the operation of the section 
** state-of-'tiie-«rt knowledge of nwwirrti and pcactioe in indeidng and 
abstiactlng todnl^iieB 
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amsBOEs vRLuaos) AS bksmdg 
mtE vHeoB UBS iM ORniir 

Di IBS IDIISE 
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jtcBavc/fBsniBfcrmi wm level 



** kmrltaie d Urn pdauy a^j^ uaen aetved (e.g.* Mdicine, 

clNidatiYy lavy «bc.) 
kmrladsie in '^wfcer dqplii in qpadfic KiijactSf (e.g.f nuroanatqiy, 

* kmrladge of Axwisp lmji»j«B 

Informtlon Scleneg ^ lotfladge (Ganeric) 

A''* kmrlcdge of dtfiniticn» ilni c liir ef and fmoMts ct Infwrt-ffln 

^ tasaMlaAie oC altemtivt at|it wci> w to tte ocgpniatlan inEoc^ !on 

^'^^ knoMiSi^B oC albanativt ^ppeoMlin to nfcclMBl of Inromil \m 

*** kmrlidsit of aMdlafate ad Mcgiag inCaiMtlin trdnnioglos (indi tteir 

^ knowltdg* of oo^plotod and ongoing namtch in tbB f i«UI «id its 
nlioaUlity to pncfcioo 
* knoirlMlgtt of oiiooi ^ wv^ l wll'i B n 

** tanrladge of hat to loam on an ongoikig baais 

Khowledgft about ifffftTmat-lm Mnrfc mniiremm&a 

** tanrladga of tlw amanfllnj infonation oamudXy, ita participanta and 
^li ^f f intacsdatiflnriiipa (aocdalf - oonoBiCf taadnioalf ate*) 

**- tanrladga o f tiia gBactic na parfoBaid wit hin tte m'wda voric aattings 
and tte aacvlcaa and pcodncta offarail 
tanrladspa of tte naan of tte aaiTioaB and peodbcta* tteir ctencttt- 
Aatica ixnd inComatiion babita 

teCMledge of lAat work 1b Ana 

** teowladga of indarinj and atetcacting txmtitium, tte range of 

* tawidadga of tte actifitiaB ttet an xaqniiad to oCfar tte aaivioaa and 

pndnoa tkm prw d nrta 
*^ kc:wlate of Ite vuiooa caaonvoaa ttet aca neoaaaaiy to aoRott tte 

activlfciaB 
*^ knoirladga of tool* 

a* knairladga of f H?Ti *'* g and atatmcting aaUiodi and tactaiQpiaB 

* tnwifltfljt of pocCoannoa t wf^ ^^ H! and lioir it can te aaaaiirafl 

* knoaladgja of job ra^prwaiiilutiaa and nocking cnnditlona (a.g., nngc 

of dotiaa, pcdbabla ocnpanaatiwi, tenofita, ate.) 
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nouDiz 



ttffldfidy of hew tg worK 

^ koovlidge of hov to p fr f ^f p tte vbeIoqb acfcivltiw 
^ kDQMlidgt ^ bov to om tte toods 

^ hiwyltfljt of hoir to ^nply ttM |"^ffiit^j and afasfciactiiig MttaDdB and 

* tanrladgft cC fsoooCraadlng ttdnlqMB and B KOOta m t B 

Khcwladye of the oryanlaatlon and gpaclfic wcrk unit 

* taxMledge oC tte MlMlan, goals objectliw oC tte oegniMtion 

* tamrlA^ oC tte fstractnra oC tte Ofgwlwitfat and tte cole of tte 

Mctlcn vltfaln tte ocgniaafclion 

* knovladge of tte ▼arious projacta and k«5 peraonnal within the 

* knowladgt of tte pdicSaa and pcocadacaa cdavant to tte aaction 

* tanrladgpe of tte wuiona la ao uB oa a aanilahla idtliin tte oc^niaatioi 

(a*g»y paEaonnd.y aqalfnanty abc*) 
knowladse of tte uaan' inCooKstiion naads and caqainMnto 



INDBXING/jffiSmCriMG MID LEVEL 



* greater dqptte of knoaladja ipacifiad ntora 

** iBKwleoya of tte cpantlcne of ottei tmrtiigm in tte ocganlaBtioi and 

tev ttey niLafca to *"3/ 'i iTat i a rtfft7 
•* knowladia of tte oonnactlng pnoaaa, both in ganaral and witfaSn tte 

ovganiaatlA 

* knotfladsia of apalnation Mltedi and tacteiqaae to Mblnate i^pfrtatfi, 

aarvicaa and phWIicIb 
*^ knnrladge of qoality and pcodnction contcol tadhnigone and pcooadtaraa 
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DONLHDGE 



IltJOONG/ABSIRACTIlC SBOOR IfVEL 



* taoflidgt oC statistical daacrlption, analysis, intexpisbition and 
•* kDoirladit of SMdlsUs wu fl m H SttO isd qpStOM, senrioes and pcoaocts 

* knoifMlga of tlia costs wa a nrfam i f witii l aso urx aa s (wHHrials^ pacsonnai, 

ipaoe, ste.) 

** knoirlsdga of cost analysis and intwpr ata t ia n salliodB 
** knorlad^ of MltedB of tasiiiii n aUooation 

* kDowladga of sUnAudar maiauas and MtliodB foe awJaitlng jan an m al 

* kDowlsd^ of altsmatlss sana ji—il stxnebizss and tiwlr li^iUoafciais 

* stats-of-tfas-att knavlsdge of raswiicli and prarHfm in i n da iing and 

abatiacting tedniQMB 
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INEEXING/ABSISACriNQ ENIBY LEVO. 



ERIC 



*** lltecBcy* mmeaqft oo9iitiire( analytioal* iimiiiUiiI hna, etc. 
fiUna p^iAfi^d to Specific Actlvltleg 
Ability tot 

* pecfom sbA activity 

*** ofply iiidBsing and afaBtxactlng nfles onrarietcntly 
** p a t c M-w ttM infonatlfln needs oC tbe dtta user 

* establlah rapport with oollettgugs 

** iiMiilinlii mUl ly written, vertal and n onH r ei U d nann 
** oollecty analyze and interpret data 

*** make decisions and reoGnmendBticns based on available information 
work indqpendflntly and In qtasfB 



develop criteria for evaluation 
** make effective* tiinely» and well-lnf onned decisions 
** isolate and define problems and develop the necessary criteria and 

action for their solution 
*** aonage tiae eff ectivdy 



INEEaONG/ABSTRACriNS HID LEVQ. 



fiHiin P^iJi ted to Eidi Specific Activity 

*** flkllls listed above are developed to a greater eitant 

Ability to: 

conduct' an Interview 

* conduct meetings with individuals and groups 



arbitrate and negotiate 
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snufi 



INEE2CING/ABSISACriNS SSOOR LEVEL 

*** fikills llflbed above are devilo^ to a gnatoBc eitat 
Ability tot 

* a nU cd p a te Icng-onge naete of the SBOtlcn 

* dBBl9i qrst«M nd p cooed utee to iipcove aectlan tigmn&itm 
** apply metbodB of neeusurcnient and evaluation 

* faodget and BBke pcojections 

** rr*-W«e the use oC ocgniaaticnal and section le Bo uio e B 
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INDEXINGI/ABSINmNS EMEBY LEVQ. 

flcma Relat ed to Specific Activities 
Ability toi 

M tfgiy nq flfpH abifcEMitJng raHis oonslflbcntly 

* ooMnicBte mU tff wcittSf iPKtel Md Hon vutel mbob 

* aate eCfactiw, tiaely, and weU-lnCoaed dwrlriflnw 



IMDEXIllG/iffiSCRACriNS MID LEVS. 

Skills Related to Each Spe cific Activity 

* SUllB lilted above aie davalopedl to a greater 
Ability to: 

* oondoct an intarviev 

* oondoct ■eminjD lAtb Individaals and gvoops 

* au^jeivlse staff 

* Mbitnte and iwjnUafce 



V^fBSTBtCnSG SENIOR LEVEL 



* flkllla listed above are dmiapra to a greater 

AbUity to: 



flnd pcootdtacw to 



^ ^^t » ^f tf i^ Hie of ^*rjM* | i ^iftf 1 and atctlcn 
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ODMdlBUB WJHSB) AS 
BSBirUL VBtSUB rmamamx 
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JVmflBBB 



Dl«x>alt:onal AttitaidM 

Afctltudes Toward Ingtltutlona 

* Respect for profession 

* Bsipect foK tt w* Becfcion 

* Reject for the parent organization 

fttt.ituiftfl Tfiwnrfl Pecpic 

Toward OBera 

*** Respect omts 
** Like people in general 
*** Like to help people 

* SeD8itlf« to oOwcs' needB 

Toward Otherg in Lhe WorkplAce 

*** Reject co-workers 
** Like to work with others/as a team 
** Like to nock on oin 

* W illiii9M88 to dhcav vpan and share knovledge and eiperlcnoe with 

- ■ • 

ouwra 

* Stfjportive of oo-^rkers 
PerflonAl f^ltlea 

^ MLartMas 

* Asaertlveness 

** Oonpassioi^inihess 

* Oonfidmoe 
Cheerfulness 

*** Diplonacy 

* IfeinMM 

* ilnifalUtyAtaMtility 
*** Xnagination 

* Inquisitiveness 
Leadership ability 
Neatness 

*** Need for achievonent 
•** Obj«±ivity 
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jKRnms 



nCBONG/ABSinOING 



Pftraonal OualitiiSB ronnt'd^ 

*** f lp r n Ui T m rn ii n' m T S!' , 

** Qptiadoq/Pofiitive attitude 

* QcgpnintloD 
** Ifeticnoe 

Ftaysical endurance 
*** Resouroeful 
*** Sensitive/'Ihoughtf ul 
*** Sense of hunor 

** Sense of fltUcB 

** Tolerance 

Ralafrg^ JflhAtork/OrqanlzatlcR 
Individial should demonstratet 

** i rtinnjiiu m to tiiM/aooept innmnnihllilj 
« mutofpia— to take Initiative 
*** WlllingDeaa to cwpond to andiority» afcOy and foUoir pcHicf 
•* WwiUmUcw tliit toe is no aln^ "riglifc" wgr to addsfe ttae goals oC 

tiie asctlon/iPBgBPl*^^**^ 
*** Desire to laan^qr 
*** irininjifww to ask ijiibI Imm 

DBsize to nock to beat oC aUli^ 
*** nMpnnslwfiwii to tlae onnslTalnts 

hooancg 
*** iWi'iMfln to datail 
** Willln9ie88 to do clerical tasks 
** Deaice to foUoiMlaroa^ 

* Secvloe ocientatiion 

** OcgBii^mticnal idoitity 

* Hillingiesa to pconote parent organizatlGn and its aecvices 

* View of parent oc^ization as part of a larger Information enR^ironnent 

* Jifaility to see bnad plctnce 

*** Ability to sacrifice ahort-tem gains for long-tenn goals 
** curiosity 

* Vhriety of interests 

** Desire to grow personally 

* Desire to grow profeasicnally 

** Daaice to caaaln cncxant in qpe^lc and gnecal aii)ject field 
•* Poaitive attitude taiBCd job 
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DlflpoBltlonal Attitudes 

Attitudes Toward Infltltutlons 

* Kiwpurt fxxc tlis pBScnfc ocgHolBtiion 

Attitudes Toward Other People 

Towed PSggg 

Semdtive'bo'otlieis* needB 

Ttaward Others In the Workplaoe 

** like to wock cn am 

— WillingnMs to dnnr vfoa and share knarladge and ttqpeclcnoe vlth 
otters 

* SUCpoEtive of oo-noEkers 

Personal ftialities 

Alertness 

* Gonipas8ioi0cinche88 

DapmekblUty 

* Deterjidintlaq/tienacity 

* nltiliMM y 

* FkimesB 

* ntKibilHyAecsatllity 
•** nrnglnatiiOD 

*** DmpiaitivcneaB 

* LBVdSEriilp aixilitv 

* NePtness 

NBiid £ ' acixlevsMnifc 

* Objectivity 
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MTilTUS 



Pgrannal fliiaH»<es foont'd) 

* 0pm alnflrrtiffin 

* OBldmim/Boeitbn afctitude 

* OEigpniBition 
** IfeitiMioe 

* peo outoeful 

** Snsitlvcs/lliou^itful 

* Sense of ethics 
** Tolecanoe 

Attitudes Related to JobAJork/Or^lzatlon 

Individual should dononstrate: 

** WilliDTtees to taki/aooept responsibility 
♦* Nillin^iess to take initiative 

*** llillinyiess to ceqpond to auUiority, tpJLy ap'? follow policy 

* Realisitioa tibat tbsce is no single "rig^* v. to achieve the goals of 

* Desire to leainAxy 
• « NiUln^iess to fail 

* Millingiees to ask questions 

** Rcq ponsiveness to tine constxaints 

* ilocucacy 

** Attention to detail 

* Desice to foUoir'tfaiou^ 

* Senrioe orientation 

** Organizational Identity 

*** Vlar of parent organisation as part of a larger inf omation envirosMnt 
** Ability to see broad picture 
** Desire to grov professionally 

*** Desire to renin current In specific and general sdrject field 

* Positive attitude toward job 
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ALrj.viTi.ES 



FUBLIGRTIONS AND VBOUOU! mffCWEtir SENIOR LEVEL 



Planning 

1. Work with senior staff of various sections to identify regular publica- 
tions (in hardcopy or microfonn) and special data products (conputer 
tiqpes for distribution to database distributors, special reports and 
listin^Sr reprintsr data sqpplied to special subject :)ntere8t groqps 
for publicaticn of bibliographieBr etc.) irtiich nay be dev^op i fron 
the *nastet indexing, thesaurus, and acquisitions databases or irtiiw. nay 
be prepared by organization staff 

2. Contract for/conduct narket surv^s to identify the potential need, 
demand for, and reiqpctse to the various planned puhLications/^oducte 

3. Recommaid modifications to plaraied publicationsir products based on 
analyses of market survey results 

4. Woric with the section manager, staff of the teapective sections, and 
data processing staff to pcqpdre the production plmz and requirements 
for each nee publicatioi>/product. Provide special assistance by 
helping them visualize the publications/products and minimizing 
production costs in planning 

5. Following approval/Rtodiflcation of new pidalication/^roduct plans by 
senior management, work with the appropriate senior staff to develop 
procedures and establish schedulos for the production, of each 
pubL ioat iorx/pcoduct 

6. Estimate the cost which must be doi^z^ for czdn publicatiorv^roduct in 
order to cover costs and inake a profit. If eqpplicable 

7. Work with represenu^tives of dutababe distributors arJ other 
organizations to arrange preliminary details related to ths use of and 
reimbursement for the sif^ied data 

8. Draft docunentation required to si:pport the production and distribu* Ion 
of each approved publicatiorv^roduct 

9. Work with <^^opriate organizationed staff to negotiate and monitor 
contracts and other agreenents in support of production and distribu- 
tion of publications/jproducts 
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JlCTiViVUS 



HJBLICmONS AND PRODUCT MANAG^en' 



SENIOR LE^ 



10. Keep abreast of industiy-wide standards for online databases 

11. Work with senior data processing staff and staff of the req>ectiv<: 
sections to ensure that established standards are maintained in online 
filet Jeveloped by the organization 

12. Work with senior staff in the respective sections and data processing 
staff to develop met-hods for testing the technical integrity of each 
database prior to .ilease of tapes for publication Earocesslng or for 
distribution to database distributors 

13. Work with appropriate staff in the re^sctive sections to ensure that 
the content date in each database is read^ for releasti on schedule and 
fulfills q<jali1y and quantity requirements 

14. nork with data processing staff, representatives of database 
distributors and phctocomposition/Vicieocanpositicm ccmtractors to 
ensure that the data is released in formats compatible with the 
receivers* systecns 

15. Coordinate inHtK}use prqaration o£ doconentation and training programs 
for representatives of database distributors; provide t:hen with an 
overview of the content and potential uses of the data contained in 
each database 

16. Coordinate staff review of database docvnentatior. created by database 
distributors for their clients 

17. Coordinate the sending of ccnputer tapes to the database distributors 
on schedule 

18. Si^rvise the maintenance of documentation files for each database 
released to database distributors 

V Haintain a statistical record of the use of each database by database 
distributors* clients 

20. Maintain a financial record of the royalty/usage diarges revived from 
database distributors 
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ACTlVlTiES 



FUBLICKriONS AND PRODUCT MANASESf SENIOR LEVQ. 



Publications Qpordlnattcn 

21. Mork with in-bouse staff and contractors to ensure that all deadlines 
are net in the prediction schedule for eadi publicatlcn 

22. Coordinate operations related to the processing of Illustrations for 
publications: 

nakc/obtain half-'tone photos an^or line cuts 

crop photos as required and nark their locations on galleys 

write captions 

choose type 

paste vp boards 

ensure return of negatives fran publisher and file 
return artwork obtained on loan 

23. Provide guidanoer as needed, to senior staff of the reqpecti^e fi^ctions 
in developnent of objective, user-K)riento^ introducto 7 materials for 
publication 

24. Send gall^ of introductory materials foe typesetting 

25. Ooordinate the proofreading of the introductory materials by senior 
staff in the tinpective sections 

26. Obtuaxi ccnputer tiqpes of the content data for each publioaticn and send 
to the appropriate source for computerized i^iotocomposition/ 
videoccmpositicn 

27. Receive the positive or negative oamera-Lsadj^ oo(y 

28. Mr^rk with senior staff of the req)ective sections to ooordinate the 
proofing of the oamera-reoclk" content data 

29. Desx#) or contract for the design of the covers for each publication 

30. Eistabliflii a color rotation cycle foe the covers of euocessive year'p 
issues/cunulations 

31. Obtain/assigi publication nunbers for each publicaticn, as required 
(e.g., volone and issue numbers, in-house document nunbers, pubLidier's 
series nunbers) 

32. Obtain an ISSN for each title published as a serial 

33. Obtain Gataloging-in-Publication (ClPi data for each publication/ 
series 
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HIBLiaaiONS MID PRODUOl' mfftSEmtT 



SSdOR LEVEL 



Publlcatlona Qocrdinatlon fcont'd^ 

34. Ipply for oofy right for each publioBtion, if tq^ropriate 

35. SSend the conplete package of ceniera-ready oopy to the printer with 
specifications for the size of the publication, the cover color (s), the 
type of binding, the type of paper, the nunber of copies (for in-bouse 
use and fifciiipcnt to the distributing agent), etc. 

36. For dab,, to be publiebed by t{?Kial subject interest groups, send the 
camera-ready conteni: data to the respective organizations for 
publication processing 

37. For microform piMications, send ocnputec-ou^put-nicrofiljn (OON) and 
introductory copy to the appropriate contractor for the creation of the 
masters and production of copies. Specify tiie num^«c of copies for 
in-house use and for ^pnent tc die distributing agent 

38. For special or occasional publications, provide guidance, as needed, to 
senior st7.ff of the respective sections regarding writing the 
introductory material, so that the publication will not be outdated too 
quickly by use of time-linked wording 

39. For approved reprint publications, send negatives, if available, to the 
reprint publisher; ensure that all negatives are returned 

40 «. Keep track of costs related to production of eadi publication; note 
cost trends 

41. Notify the respective sections of the costs associated with production 
of each of the publications 

42. Supervise the maintenance of files related to production of each 
piAlication 



43. Prepare advertising brochures for each publication; coordinate review 
ty aqppropriate in-house staff prior to publication processing 

44. Rajuest/purchase ma ling lists from appropriate sources to reach the 
target audience tor each publicaticn 

45. ODordinate mailing of aanples of new publications to the editors of 
journals and reference guides in the qspropriate Mibject fields 

46. Mork with a graphics desigier to prepare cosy for paid adtrertiseroents 



Marketing 
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MXIVITIBS 



PUBUCKTIOiG AND PRODUCT MANMSMOn* 



SEKIOR LEVEL 



fttKgting (wnt'd) 

47. Purchase ackrertising qpaoe In ^appropriate joumels 

48. Plan and staff exhibits of puhlicaticns/produ^ at professional 
meetings and conferences 

49. ODordinate the preparation of a list of publications/proAicts produced; 
publish the list as a separate or include the list (full or partial) in 
each title published 

50. Contact knorn users of each pubLicatiavptoduct to get feedback on ways 
the puhlicatiocv^product may be irproved 

Other 

51. Assist usersr as requested, in resolving problems ^icfa they may 
encointer in obtaining/using the publioationfi/products 

52. Attend professional meetings in the information field and in 
publications and product managonent; prepare r^rts for dissemination 
to staff 

53. Ke^ abreast of develc^inents in the information field that affect 
publications and product management 

54. Develqp contacts with other professionals in |\Adications and product 
inanagement 

55. Pr.'rform special studies, as assigfied 

56. Forward suggestions for materials to be included in the indexing 
database to the desimated senior indexer 

57 « Conduct business ty phone, when appropriate 

58* Write memos and letters, as required 

59. Maintain a record of work performed 

60. Make reconiaendcitlans to the secti<xi manager for improvanent in 
operation of the section 

61. Attend and participate in staff meetings 

62. Provide as overview of the opsrationo oi the section to visitorsr as 
requested 



^ 55 

ERIC 88 



AcnvmEs 



FUBUGAnONS AND PRDDUCT MANAGQlENr SEMIQR LEVEL 

Other IcanVdi 

63. Ttain and sqpeiviae support staff, as required 

64. Nbrk to develop "e^rit de oorps" anong co^rkers and staff si:pervi8ed 

65. Assist secticxi manager in writing job descr^icxis for self and for 
staff supervised 

66. Assist sectioi manager in developing performanoe standards for self and 
for staff supervised 

67. Assess performance of existing equipnant/flystens used in the section 
and investigate capabilities of other equipment/fiystemB 

68. Beoonmend acquisition of nsN/additional equipaent/systons 

69. Train section staff in operation and maintenance of eguipuent/fiystems 

70. Draft statements of work for contract pccpoeale for services, aysteros, 
equipnent an4/or maintenance 

71. Evaluate contractor's proposals 

72. Wtitv articles for professional joumals/neiiirsletters 

73. Draft statements of section procedures and polici ^ draft revisions as 
required 

74. Floi#ctort and dooinait section procedures 

75. Prepare manuals of procedures 

76. Assist sjction manager in on-going systaos analysis oZ the section 

77. Analyze statiotics for all operations in the sect lor and prepare draft 
statistical reports 

78. Assist sectim manager in preparing the ann^ial budget for erction 
operations 

79. Function as section mmager in hi«/her absence 
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WBOMJ33EE 



I'UBLIGATIOtV'fKnUCr MMO^SEieir SBOQR LEVEL 

*** knorladge rdated tc lltecacyr imecacyr imiiIiiiI Imiir efcc. 
Subject knowledge 

** knowledge of the prinazy 8(i>ject field of users served (e.g., inedicin<^; 
chemistty, law, etc.) 

* knowledge of f orelcp languages 

Infomatim Sclcnoe KnottleAfti (Generic) 

* knoMledge aC rtwflnltlnfi, ■tcactarer and fonats of InfofH-fm 

* knoMledge of altaoiBtiip* itftmidbm to tte ocgninUcn of i ii fww l Ion 

* knoirledge oC altarwatiwe a^pcoadMS to raLrisval oC infiNBatlon 

* knoiflad^ oC altamativa mytm t J b m to InfonwUm anagMnt 

* Immfleaje of wrailaUlo and irjing Infonation tidnoilogias and their 



* knowlv'^ of ocqpleted and ongoing researdi in the field and its afqpli- 

cability to s»ractice 

* knowledge of career ofiportinities 
knovle^ of bar to leam on an ongoing basis 

1nfftnff»»<"" tnrirenomrta 

* knoifledga of tlia anwndlnj inConatlon i whHy» its partldpanfcs and 

ttaeir itA fTf t1iiH*Tw tHra (aodaly ooanoBiCy tacteioaly at^*) 

* knowledge of the variety of work settings and their orgBBiizational 

structures 

* knovladge oC Urn fvnr^\nw pcrfoMofl wlUiin tte vnrloas wock aallLiija 

and tlia aocvioco and pcodoBta oCfacad 
*** knowledge of tte uaers of tte aacvioaB and pcoAxts* their charactec- 
IffM ^ inCooHtlon fr'M^y 

Khorfledog cf wtiat work ia done 

^^'^ knoirladgB of tte pUlontlona and l yo flirrt annngBMnt fatctioM? tte 
range of MKwieuB and p rH'FiFrt ff offned (both and potntlal) 

knoifladga of tte aetliritiaa ttefc an r^nirad to oCCac tte aecvioaB and 

pcodaoa hmi i if ^ ^ n^ ^n 
fcnoifladae of tte varlow i —o ur oa a that aco naoaateqr to angipoct tte 



*** knowlodga of Mttedi and fr^nlgntu Cor poblioafclais and pcodnet 



** knoaOLadga of pacfoiHnoa ^ytft rt and how it on te 
* knonladge of ^|ob mpfiiollTnHaa and iwttting oondlticno (Oag** range 
of dnfciaa, pcofaaUa oovnaatiai, baMfits, ate) 
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HOUBSE 



mBiA(xn(Wmx3ocr hanmzment sbhor level 

Khwlcdgc of hew to do work 

*** knovledge of bow to perfoa tlie vacioos activities (e.g.« condDCk 
■arket 8iuv«y8« plan nm piiblicatioiM/prodi:2ts« coordinate 

knowledge of bow to aiiiLy tbe iwlhoiln and tectelqaea of pofalioitiana 
end i Miw ^M^ ; wtBUf^&MKt 
^ loDoifledue of o pf yeadinj tecSui^pes and pcooedDcoB 

* knowjiedge of pereonnd. procedures 

* knowledge of Uie oontiacting pBooessr hbtb in ywr fl l and witidn tlie 



M knowladgie of flidJBtlcn Mtfaods and tednlquss to ctalnefce 
secvioes and pcodtacts 

* knowledge of gwlity and p pfffliT rt 'l ^ control tedniqpMB pcoceAires 

* knowledge of piUlc rriatlnns tsrtniqww 

* knowlsdge of statistical description, analysis, inte^retation and 



** knowledge of arailafale qrstCBs, ssrvices and prodnets to scpport 
piUioaticns and produrt sBnageMnt 

* knowledge of tbe costs assnrlwlfrt witii i sso u r c e s (aeterlals, perrxnd, 

«aoe, etc.* ^ 

^ loMwledge of oo st analysis and Jntccpcstal^ion Metboda 

* knowledge of naliiodB cif rssooroe allooDtion 

* knowledge of standards, measures and methods for evaluatiiig personnel 
** knowledge of alternative management structures and tiMir inpLioations 

for the operation of tbe section 

* sb'ite-of -^IB-art knoeledge of researrtt and practice in piUioations and 

p fn^if^ - BsnagnaBt tsdnigDes 



Biwlfidge q£ the gggnlatim artd apccif ic wtK mit 



knowledge of tbe adssion, goals and objsctives of tbe ocgsnisation 
*** knowle^ of tte stmctnre of tbe oc^niaation and tbe role of tbe 

section within tht ocgsiisation 
** knowlsdge of the various projects and key personnel within the 



knowledge of tbe policies and pcooednces retlsvaut to saction opsrations 
** knowledge of tbe varioos rs s ouro e s aiBilalsle witbin tbe ocgaiiaation 

(e«g*, persoBne'f e^niiBBntf stc«) 
** knowledge of tbe operatians of otber sections in tbe ocgBnixaticn and 
bow thqr tdate to pdjUcstlons and pcodbct 
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HIBLIGATIOIV'nODUCr mfMSEHBSn! SQUOR LEVEL 



Subject knowledge 

* knowledge of foceigp languages 

Information Science Khowlcdye (Generic) 

** knowledge oC def initial^ structare* and foaetB oC Infbnation 
** knowle^ of altemetive appcnacfess to the ocganiatation cf intonation 
** knowle^ off ilteniative a iti co eche B to nfcderal off infoontiai 
** knowle^ off altecnatlve amfo ndtie to inCoaation aaMgsMnt 
•** knawle^ off andlable and Merging infonation tednologiee and tbeix 
aoplioB&ions 

** knowledge off ccapleted and ongoing reeaaccb the fidd and Its aiipiLi- 
cability to pnctioe 

* knowledge off career oHmlia ilt le s 

** knowledge of tlie e^anding infonation ooamity* if-^ pa'ticipants and 
their interr^EafciaiflUps (80cial» eoonoadc* tecfanioelf etc.) 

* knowledge off the variety off work settings and their <»ganixatianal 

structures 

* knowledge off the finctions pe rfon aa d within the various work settings 

«Ad tbft services and products offered 
** knowledge off the users off the services and proAjcts* their character- 
istics and infbrsaticn habits 

Khowledae of what work le done 

* knrrledge off the pabUoBtions and product swnmjfiiil £unctions» the 

range off servlbes and products oCfoced (t»th actual and potential) 

* knowledge off the activities that are required to \;Cf er the services and 

produce the products 

* knowledge off the various r e so urc e s that are neoessaiy to siipoct the 

activities 

* knowledge of aM^bods and tedniques for ptidlcations and product 
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mBLLoajot^/rnxxjcr management senior level 



iftiowlfidge of hw to do wrH 

* knowledge oC bow to perfbni tiie various activities (e.9.» oonAict 

■arket sucveys* plan new puUicationfl/products* coordinate 
pcodkiction of f ih^ ii^ i w tf^g t'^i'f'i ti etc.) 

* knowledge of how to afiply the fHwdn and teciwlqiieB of puUications 

and product nnagnant 
** knowledge of the contracting pcoces8» both hi gcnecal and within the 
(Mpganinticn 

** knowle^ of evaluation tlhodD and tedniqueB to evaluate systeu, 
■ervloes and products 

* knowledge of quality and prodbetion control f«rim1i|aes and p roced ure s 

* knowle^ of pofalic relations tecfwtqnfs 

* knowledge of statistical description, analysis, interpretation and 

prceantat Ion 

** knowledge of availaULe ^ystcBSy services and products to sifiport 
piWIcations and prodtact SBnAgMant 

* knowledge of the costs associated with resources frwterlals, perscmeLf 

apace* etc.) 

* knowledge of cost analysis and interpretation aeUradB 

* knowledge of MthodP of resource allocBtiai 

** knowle^ of alternative sanageaHnt structu r es and th^ hqplioations 
for the operation of the section 

* state-of-the-art knoHiedge of rasaarrh and practice in ptAdications and 

product sareMjcaicnL tectniques 

Khowledye of the organization and specific work unit 

* knowledge of the aissionf goals and objectives of the oi ganixation 

* knowle^ of the structure of the organization and the role of the 

se^ion within the orginlaation 

* knowledge of the various projects and key personnel within the 

organixation 
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ERIC 



HJEUCATIOIi/FRODOCr fANAGEKENT SENIOR LEVO. 



*** litecaqr* nwexacy* oo9iltlve» analytical, ooMunications, etc. 

SkUla Related to Specific Activities 

Ability to: 

*** perfozn sUtb activi^ 
*** wrt-ahHwh ofpofc wLth ooUeaguee 
*** MMiil< nif wdl tjf written, vertal, and non^vetfaal aeans 
** collect, analyse and intecpcet data 

*** aake dwriirinnB and leiiaiiiilil hns based on availatxLe InfoonattiGn 
*** nock Indipeadently and in groqps 
** perform sedentary work 

* develop criteria £or eraloBtion 

*** sake effective, tJady, and well-infoaed decisions 
** isolate and define pcofaleH» and develop the necessary criteria and 

action for tiieir solution 
** senage tte effectively 

* conduct an interviev 

*** conduct aeekings with Individuals and groi^ 
** sqpeivise staff 
** aztdtrate and negotiate 

** anticipate long-range needs of tbe section and of Inf onation uaers 

* desii^i systeas and procedures to JaiNLOve section opetaLionfl^produc t g 

* aifily sethodD of Masurenait and evaluation 

* budget and Hdce pcojectione 

** optLdae tbe use of ocganixational and stction resources 



ERIC 
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WBLLomav^WDoci: mftcmi^ senior level 



flcllls Related to Specific ' >/i]j£g 
Ability to: 

* perfooB foA activity 

* grt-nWIflh ofpott vitii ooUoBgueB 

* ijnilml c ^mUl bf ^ttm, Tezbal and iK»<vectel 

* ooUectr analyse and Intecpcct data 

* Mke dadflions and cecnBcndftkions b aocd on available infocnatlon 

* iR»k independently and In groqpa 

* Mke ettective, tiMly» and mll-infoaed dBcisiois 

* isolate and define pcaUflM and develop the neoesaacy criteria and 

action for their eolation 

* aanage tJM e£fe±iv<dy 

* oondoct Beei:ingB with individuals and grcwps 

* fluperviae etafiE 

* arbitrate and negotiate 

** anticipate long-range needs of the section and oC inf onaticn ueers 

* desigi eyatflas and pcooedkires to improve aertion operationii^irodacts 

* apply irt-hrWlB of niwurwamt and evaloaticn 

* budget and aake pr oj ec t ions 

* optLniae the use of ocganlntional and section resouroeB 
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PQBLICKTIOli/MXO MANAGEMDir 



ERIC 



fine pcoifiBBBifln 

*** nwnwrt fior the potlJcafcJaiB and prodnct —iMjiml section 
Rsppccfc fior the punt orjHniwUfln 

Attltudea Toward Other People 



* Like people in general 

* Like to help pecple 
** Like to meet people 

** Like to make othezs feel comfortable 

* Sensitive to otben' 



Taard Qthera in the Workplace 



* 

Like to nock witb otbem/as a 
• Like to vDik on om 

** I tnUn sp wwe to dEMi qpon and timxts bmrledge and nppTimrtft with 



* SBfpoctive of co-wockecs 

* Bm joy ■anaglna/iyeprisipg others 



* Asserti^ 

** Gonpassioiv^indiese 

** Chee fulness 



* DiteiBliiitiaaAmacity 



FlaodbilitYAteMitility 



* Ingoisitivteness 

• fsMliiiiilii Exility 



•Gbj«±iflt7 
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jni'iujHs 



Ppramul OinVticfl fcont'd^ 

* SuZoi/EosiUve attitude 

** Patience 

** Physical endurance 

* RBMOIOefiUl 

* Sensitivei/lhoughtful 
** Sense of hunor 

* SoQse of f^h^*^ 

* Tolerance 

AfctitudeB Belatad to JobAtork/Qryantzaiiiftn 
Individual should demonstrate: 

•** iHllingMBB to taln/aooept cesponBibility 
•** ltininrp#i to take initJafcive 

*** MUliiignan to ce^pond to aL'-bority* apply and fiOloir p6Iicy 
•* ftwHI-iow tiafc tlwm is no single "right" my to achiete tbe goa^s of 

tbi wi'Min/'ftf'jwiwMtin 
*** DBBize to imm/ttg 

* NUUnyMM to ft**"! 
KiUinpwM to Mk qDHtiCUB 

** OBBixe to nock to beat of dbili^ 
BB^poDeiwMB to tiae rnml faint n 
*** Jloc uie^ 

* wminjwB to gat bandi dii^ 
*** ifctaafcion to detail 

* Wiinngnaf to do derloBl tarics 
*** DeBize to fiiUoif^^liRingh 

* Swioa ociMtafcioB 

* ^r jmita f'^^'' idntity 

** inninjiasB to pcoHte puent ccgmiation aad its secvioeB 
** Vlflw of psznt ovganiaticn as pact of a larger InfjniHion uiwiiu a wi il 
•** JlbiUty to ssa brand pictnie 

** Jibility to sacrifice riioctHbsai gains for long^teni goals 
*** Political ane 

* Qiriosi^ 

Vhtiety of interests 

* Desire to grow personally 

* Desire to grow professionally 

** Desire to iwain cnrrant in specif ic and general scbj^ct field 
•** Positive attitnde toaard job 
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MTl'lTUS 



PlBUCKnOIV^BCDUCT MAlAGEMEtir 



DlflpoBltlQPJii ai-HHn^ 

* Hnniwi- for the pnhllnWUcPB and pvodbct 

* ntin w rfr for the paieat organ Intlcn 



Afctltud&g ToMBrf Other Peqple 
TamrA neera 



ERIC 



* Like poople in general 

* Like to hOp peqple 

* Like to neet pecple 

* Sensitive to oUmcb' Deeds 

TtaMBrd Qfchcra In thg Workplacse 



* Like to Hoik with otfaen/as a 

* Like to nock on oin 
NillingpieMi to dcaw qpon and flfaece 

otheiB 

* flivpoctive oC co^wQiken 

* Bujoy aBnaging/flivenrising others 



knowledge and eiperienoe with 



Od^pHoBMy 
ftotiflnsl stability 



ity 



rieslhl 1 1 tyAtosatility 



ItiqnisH-h 
fswTiiirtilii itUiky 



qptiidWtaitlve attitude 



Smitiv^bonsfAflil 
oC 
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m'iiUJHs 



Attitudes Related to JobAiork/QryanigitiQn 

individual should demcnstratet 

* Wininawwn to Ukc/acsocpfc iMpcnBibility 

* WIHnjWB to take initiative 

* IHllJnpwaB to zMpond to antfaority» aRdy and fioUov policy 

* BmIIwHwi tlMfc there is no single "cigIA" wy to addeve tbe goals o£ 

the snri liin/ftrj f ii* w *'f^ 
Desire to lesreAor 
*♦ ifiniiijimMi to 

* WiniiajMn to aric gnrniUflna 

* Dasire to wock to best of ability 

* BBBpflBsiveDeas to tlaa fftt w^n ^lp*'** 

* Willingiess to get hands dirty 

* Jlttentiaa to ditail 

* Desire to folloir-thioa^ 

* Sereioe ocieBbafcion 

* orgniaBticnal identity 

* milinpiesB to pcosote psrant ocganisBticn w*^ its semlniii 

* Vies of psnnt otganiation as pait of a laxger Inlhrewrifin awiiaaent 
** Ability to see brand picture 

* itbility to sacrifice afaort-t^da gains for long^tera goals 

* PoUtioBl scne 

* curiosity 

* Ikrlety of iafceraets 

* Desire to grav penonally 

** Desire to grew prafessionally 

Desire to iiBMln cnrrant in apecif ic and general subject field 

* Positive attitnae toaazd job 
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